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UKG Job Aid: Accessing Benefits Administration in UKG Pro &
Troubleshooting Error Message

STEPS TO ACCESS BENEFITS ADMINISTRATION
Steps to Access Benefits Administration

Step Step Description Screenshot
1 Log in to OKTA, go to the
dashboard and select “Ultipro.” * X Mo

. ) ) [Q Search J
To make benefit electlons,' navigate Pay Announcements
to Menu > My5e|f> Benefits > :"" A A @ Current Pay Statement See How RP Is Transforming Radiology Below!
Manage My Benefits, then select T Pay History
“Update My Benefits.” Benefits ~  YDSummary

| Manage My Benefits

NOTE: UKG is not compatible with 1O Plans Benefits and PTO TRANSFORM RADIOLOGY

. . . PTO Requests
Safari or mobile devices. We P10 s

recommend Google Chrome or nmjc
Microsoft Edge.

IF YOU RECEIVE AN ERROR MESSAGE

Steps to Resolve Error Message

Step Step Description Screenshot

1 When you click 'Manage My O
Benefits' in UKG Pro, did you @ M B —
receive the message: "Subscriber PLANS DURCE’
not found by [Alphanumeric SSO
Code]” or “requesting PlanSource | s
credentials” (username and :
password)? °

MEED HELP?

2 How to Resolve
e Try a different browser: Chrome is preferred.
This issue is commonly caused by
incompatible browser settings. Here e Update browser to the latest version: Ensure your browser is up
are some troubleshooting tips to to date for the best compatibility.

resolve the break in Single Sign-On
(SSO):



https://login.radpartners.com/
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3 Enable third-party cookies:
X% O gn O
Ensure they are allowed in your .
i - Administration T s c s
browser settings to allow pop-ups © ity ,
from UKG Pro. P il
to ensure an optimal experience: Internet Explorer 11.0, Firefo % Bookmarks and lists 3
Open Chrome Settings: 8 Exensions >
e Click on the three vertical 5 . 9 Dot Ol
dots (menu) in the upper \CE Q  zoom - %+ o2
right corner. & S
e Select Settings from the @ Search with Google Lens
dropdown menu. & Organize tabs
%)  Translate...
B  Find and edit >
X  Cast save, and share >
&  More tools >
® @ Help >
Exit
Privacy and Security: & > G M @ chrome chrome://settings
e Inthe left sidebar, click on
Privacy and security. () Settings ( Q_ [search setting
G You and Google
Y dG |
@w  Autofill and passwords ou and soogie
@  Privacy and security +————
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Third-party Cookies:
e Scroll down and click on
Third-party cookies.

Allow Pop-ups:
e Select "Allowed third-party
cookies or Block third-party
cookies in incognito mode”

¢ @ © @ & Chrome chromey/settings/privacy

i Delete browsing data

Search engine Delete history, cookies, cache, and more

Default browser ® Third-party cookies
Third-party cookies are blocked

+—

@ Settings Q Suarch settings

G Youand Google 1 B9 Your brovseris your

€2 Autofill and passwords Safety Check

@ Privacy and security e i:::‘::und some safety recommendations for your review
& Performance

4+ Experimental Al Privacy and security

€ Appearance

Q

=]

Manage the types of information sites can use to track you as you browse.
QO  Allow third-party cookies e

®  Block third-party cookies in Incognito mode

& Sites can use cookies to improve your browsing experience, for example, to keep you signed in or

to remember items in your shopping cart

While in Incognito, sites can't use your cookies to see your browsing activity across sites, even
@ related sites. Your browsing activity isn't used for things like personalizing ads. Features on some

sites may not work.
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4, Clear cache and cookies: This can

often resolve access issues. ~ > M ® Chrome chrome://settings
Privacy and Security: . ( :
Ol Q, [search setting
e Inthe left sidebar, click on c SEtt'ngs
Privacy and security. =

G  You and Google

You and Google
@o  Autofill and passwords Y 9

@  Privacy and security 4 ——

B3 Your browser is managed by your organ

Delete browsing data:

G You and Google
e Scroll down ahd click on — Safety Check
Delete browsing data. _ _
e Privacy and security Chrome found some safety recommendations for your review
Passwords
. . (@ Performance
e Select Browsing history,
COOkies and Other Site data 4 Experimental Al Privacy and security
7
and cached images and @ Sopmranc Delete browsing data s
. < Delete history, cookies, cache, and more
files. Then select Delete Q. Search engine >

data.

Delete browsing data

Basic Advanced

Time range [ Last 7 days - ]

Browsing history
Deletes history, including in the search box

Cookies and other site data
Signs you out of most sites

Cached images and files
Frees up less than 320 MB. Some sites may load more slowly on your next
visit.

G Search history and other forms of activity may be saved in your Google
Account when you're signed in. You can delete them anytime.

Cancel Delete data
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5 If the Issue Persists

If you continue to experience
difficulties, please open a case for
the itsupport team. Include the
following information:

e Subject: UKG “My Benefits”
PlanSource Error Message

e Screenshot of the error
page.

e Ascreenshot confirming
that all of the above
troubleshooting steps have
been completed.

e Bestavailable time to
schedule a troubleshooting
session.

File  Message Insert  Options FormatText  Review  Help @  Tell me what you want to do
f" L | ColibrifBody) ~ 11« AT A @ Q | Qaschrier | P. @ Dj m D
Dp BIUE.-I=v|E= 20| ok - | ¥ ) £
Paste o ‘; “ 7 Address Check N Dictate Immersive Security View
- F LA E= =k Book Nemes LZf Signature - Reader Actions ¥ | Templates
Clipboard & Basic Text ] Names Include Tags B Voice Sensitivity Iimmersive | Security Actions | My Templates | A
B> To itsupport;
Send Ce

Subject UKG "My Benefits” PlanSource Error Message

Hello,

I am unable to login inte My Benefits, | am receiving the error message below and | have followed all of the troubleshooting steps. | am available during
the below dates and times for assistance.

6 Contact Information

For further assistance, please
contact:
e [T Support:
itsupport@radpartners.com
e Create ServiceNow Ticket:
Create Incident



https://rpprod.service-now.com/sp?id=sc_cat_item&sys_id=e3930c4f1be6ca90cb45da01ec4bcb9c&sysparm_category=4c19baa8dbf4d8109f269ae9db961918
mailto:itsupport@radpartners.com
https://rpprod.service-now.com/sp?id=sc_cat_item&sys_id=e3930c4f1be6ca90cb45da01ec4bcb9c&sysparm_category=4c19baa8dbf4d8109f269ae9db961918

